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2. Workstation requirements

For the sake of efficient and comfortable use of the PGE Capital Group Purchasing System (also known as
SWPP2, System), it must be ensured that the computer at your disposal is compliant with the workstation
requirements presented in the table below. Failure to meet one of the requirements may lead to unforeseen

complications while using the PGE Capital Group Purchasing System.
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2.1 Technical requirements of IT equipment in order to use the Marketplanet
Oneplace / Purchasing System of the PGE Capital Group in terms of submitting
bids in RFX and participating in electronic auctions without the use of a qualified

electronic signature:

1) PC / Apple computer with Internet access and Microsoft Windows 7 / Windows 8.1 / Windows 10 /
Windows 11 / MacOs operating system installed in the version currently supported by the operating system
manufacturer,

2) In the case of a computer with the Microsoft Windows operating system, the Mozilla Firefox, Microsoft
Edge or Google Chrome browser is installed in the current version supported by the manufacturer, allowing
the user to accept session cookies and supporting TLS 1.2 or newer encryption.

In the case of an Apple computer, the Safari browser is installed in the current version supported by the
manufacturer, allowing the user to accept session cookies and supporting TLS 1.2 or higher encryption.

3) Internet connection: min. 512 Kbps to PC (broadband internet connection recommended).
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2.2 Technical requirements of IT equipment in order to use the Marketplanet
Oneplace / Purchasing System of the PGE Capital Group in terms of submitting
bids in RFX and taking part in electronic auctions using a qualified electronic

signature:

Minimal hardware and software requirements for using an electronic signature on PGE Capital Group

Purchasing System are detailed below:

1) A PC/ Apple computer with access to internet

2) Installed operating system:

. Windows 7 / Windows 8.1 / Windows 10 / Windows 11 / MacOS in a version supported by the
manufacturer

3) Web browser:

. Mozilla Firefox in a version supported by the manufacturer.
. Google Chrome in a version supported by the manufacturer
o Microsoft Edge in a version supported by the manufacturer
o Safari in a version supported by the manufacturer

that allows to use session cookie files and supports TLS 1.2 or higher encryption;

4) Java runtime environment version 8u202 or newer installed on the computer. For 32 bit operating
system, 32 bit Java Runtime Environment required. For 64 bit operating system, both 32 bit and 64 bit Java
Runtime Environment required. Recommended version Java 8u202. Using both Oracle Java and

AdoptOpenlDK is possible (AdoptOpenlDK preferred).

5) Internet connection: min. 512 Kbps per computer (recommended broadband internet connection);

6) Essential software and hardware used in signing the electronic signature:
e middleware software that uses PKCS#11 interface (version 2.01 or higher)
e cryptographic card reader compliant with PC/SC specification.
e Cryptographic card compatible with any card reader compliant with PC/SC specification.

e A Hardware Security Module device compatible with PKCS#11 interface
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7) In the case of electronic signature on a physical medium - A cryptographic card reader connected or
embedded in the computer issued by the issuer of the certificate used by the Contractor (the card present in
the reader when the signature is made), or a Smart Card Reader / Omnikey device;

8) in the case of cloud-based electronic signature —make sure the certificate is authenticated in the user’s
session at the time of signing (e.g. by launching the application supplied by the signature’s issuer and entering
the private key activating the certificate);

9) Installed on the workstation current drivers for the cryptographic card reader (manufacturer websites,
software installed dedicated to the signature). For cloud-based signature, software supplied with the signature
installed;

10) A qualified certificate installed on a computer on which the Contractor will log into the account (for
Windows operating system, the certificate must be visible in the Windows Certificate logical store named
"Personal").

11) For Google Chrome, Microsoft Edge and Mozilla Firefox browsers, installed a dedicated extension
,Podpis elektroniczny Szafir SDK” and installed ,,Szafir Host” application.

Before attempting to place the tender or take part in electronic auction making use of electronic signatures, it
is adviced to check the configuration of electronic signature on the device that will be used to place the tender

or take part in electronic auction.

Recommended version of the JAVA runtime environment can be downloaded from here:

https://www.oracle.com/pl/java/technologies/javase/javase8-archive-downloads.html

The current version of the JAVA runtime environment can be downloaded from here:

https://www.java.com/pl/download/

https://adoptium.net/temurin/releases/?version=8

You can check your version in accordance with the instructions available at the link:

https://www.java.com/pl/download/help/version manual.xml
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For further relevant information related to electonic signature please refer to the document Electronic

Signature — instruction availabe at:

SWPP2
WWW GK PGE
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3. Registration and login

The PGE Group Purchasing System is integrated with the OnePlace service through which the Contractors
are registered. In order to register, you can use the redirection, which is presented in Step 1 of this manual

or start it directly from the OnePlace level (Step 2).

3.1 Step 1 Going to registration via https://swpp2.gkpge.pl

Supplier zone Commissioning party zone

® All suppliers should log in through Marketplanet OnePlace

LOGIN

You dont have an account?

Register and benefit by the purchase platform from today!

REGISTER

Image 1 "Register through OnePlace" button

To register in the system,
click "Register".
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3.2 Step 2 - Complete the general user account form

The form shown below (Fig. 2) will be displayed after using the "Register via OnePlace" button (Step 1) or
clicking on the "Create an account" button after entering the OnePlace website

(https://oneplace.marketplanet.pl/poczatek).

The required information must be completed:

REGISTRATION WILL TAKE YOU ONLY 2 MINUTES, AND YOU WILL GET FREE ACCESS TO
MARKETPLANET ONEPLACE

First Name *

Email Address *

ﬂ The password should have at least 8 characters, including one large, one small letter and a
number.

Special characters allowed: @_!=3"-?#%8&+:;,

Password *

Reenter Password *

-?l\I
L

Text Verification *

Image 2 General user account form
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After completing the required data, select the "Register" button:

Accept All

| have read and accept the Terms and Conditions Required *

| have read and accept the information about processing personal data. . Required
The administrator of your personal data is Marketplanet with headquarters based in
Warsaw, Poland. <More=

| hereby agree to allow Marketplanet to contact me with commercial information by e-mail to
the e-mail address provided upon account registration. | hereby agree my consent is voluntary.
| acknowledge | have the right to withdraw my consent at any time. =<More>

| consent to the transfer of commercial content to the phone number provided by me )
upon account registration and | understand this is required in order to open an Required
account, via Marketplanet. | acknowledge my consent is voluntary and | may withdraw *

my consent at any time. <More=

| hereby agree to receive commercial information regarding other products and services from
Marketplanet OnePlace who operate purchase platforms and other business entities by
electronic means, to the e-mail address provided by me during account registration. My
Consent is voluntary. | acknowledge | have the right to withdraw my consent at any time.
=More=

| hereby agree to allow the use of all personal data provided by me to enable my participation
in the purchasing processes of other entities running purchase platforms under Marketplanet
OnePlace this information is provided by me during registration. | acknowledge my consent is
voluntary, but necessary to participate in these purchasing processes. | have the right to
withdraw my consent at any time. <More>

| hereby agree to allow Marketplanet to process my personal data, provided by me during
registration, i.e. name, surname, e-mail address for marketing purposes. <More>

Register

Sign In

Forgot Password

Image 3 List of required approvals
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3.3 Step 3 —Log in to OnePlace

< SIGN IN

Email Address
Password
Complete the fields with the
data from the previous step

Create Account  Forgot Password

Image 4 OnePlace - login
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3.4 Step 4a - Completing user data

In the first window after logging in
oneplac Registration complete details must be - @
completed user

Please complete the data to finish the company registration process.

User data Company data Categorization Summary

o = 3 4

Step 1- User data

First Name Last Name
Dostawcal Last Name
Phone Number Email Address
+48 § Numer dostawcal@dostawca.pl

Business Type

“»

Company registered in Poland (has tax number)

After completing the /+

Image 5 Basic user data required data should go

to netxt step
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3.5 Step 4b - Completing company data

oneplace

Please complete the data to finish the company registration process.

User data

Company data

o !

Categorization

Company registered in Poland (has tax n

Load data from the (GUS)

Load data from the (GUS)

Step 2 - Company data
Identification data
VATID

PL - Poland % Numer

Image 6 Company's data
data should go to next step

After completing the required

Summary

Enter VAT ID and

download the data
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3.6 Step 4c - Selecting the shopping categories

Please complete the data to finish the company registration process.

User data Company data Categorization Summary

o O o :

Click on the search box to access the available

shopping categories. Categories can also be
Step 3 - Categorization

searched for based on a phrase entered.
Select the categories of inquiries that interest you

Assortment categories

'y

Household appliances

click on category to add

Recording and presentation equipment, its maintenance and repair
Office services
Research and development

Laboratory tools and equipment

Image 5 OnePlace - shopping categories
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3.7 Step 4d - Delete shopping categories

Please complete the data to finish the company registration process.

User data Company data Categorization

categories can be removed

Step 3 - Categorization

by selecting
Select the categories of inquiries that interest you
Assortment categories
Household appliances Large household appliances Stationery (paper] ¥ Data storage devices ) Office services
Consumables for office equipment X Office accessories X Office supplies, equipment and services X

after adding a category

Image 6 OnePlace - deleting shopping categories go to the next page

Summary

&

-
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3.8 Step 4e - Send the registration application

Please complete the data to finish the company registration process.

User data Company data Categorization Summary

Step 4 - Summary

How did you hear about Marketplanet OnePlace?

| have been invited to tender by a OnePlace partner

Inviting company name

Tell us what brings you here! Pick the option that best describes your needs:

| want to receive more tenders matched to my compary
| want to have data on my market and competitors' contracts In the fourth Step, you must submit

| want to promote my company online and expand my customer base a registration app“Cation_

I'm not sure yet, but I'm happy to look around.

Send registration form

Image 7 OnePlace - Registration application

The registration application will be sent to the administration of the OnePlace service, which carries out

the initial verification.
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3.9 Step 5 - Confirmation of submission of a registration application
oncplac . [E

Your registration application is being verified by Marketplanet OnePlace team. You will be informed about the result via e-mail. The registration
applications are considered on working days between 8 a.m. and 5 p.m.
If in doubt, please contact us.

Image 8 Confirmation of submission of a registration application

3.10 Step 6 - Redirecting to OnePlace

on pIGC Products Tenders Knowledge Base Contact /' Sign In ]

Select the indicated button

DISCOVER A NEW WAY

O GROW YOUR BUSINESS

OnePlace is a platform that fully supports your company's
growth, enabling the acquisition of new business partners,
access to detailed market data, and the use of advanced
online promotion channels.

1000+ 2000+
procurement buyers from the public
categories and commercial sectors

CREATE A FREE ACCOUNT

TRUSTED BY

L OFm= NS

DISCOVER HOW ONEPLACE HELPS GROW YOUR BUSINES

Image 9 Go to OnePlace
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3.11 Step 7 - User panel after logging in

on plOC Supplier Zone En_'_zs
My OnePlace Tenders Procurement Platforms Products Check signature
i — Go to Procurement

Platforms

Image 10 "Services" option

A user who has been positively verified by the OnePlace administration will get access to the "Services"

link, where redirecting tiles are available for particular Purchase Platforms.
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3.12 Step 8 - View of the system "tile"

My OnePlace Tenders Procurement Platforms Products Check signature

B

Contractors support - contact details |

/—..\\
~PGE
Polska Grupa Energetyczna We search for platforms
PGE Polska Grupa Energetyczna S.A. and click connect
|l Connect

Image 11 System tile

Among the services available, a system tile dedicated to the PGE Capital Group should be selected.
Using the options available from the level of the tile, users registered in the OnePlace system can send
a request for verification to the Purchase System Administration of PGE Capital Group, whose
successful completion will enable the use of all functionalities of the PGE Capital Group Purchasing

System (entry is possible using the "Connect" button on the tile - Figure 13).

If registration in the OnePlace system has its origin not on the via website https://swpp2.gkpge.pl, but

directly from https://oneplace.marketplanet.pl, the contractor is not assigned to a specific company

and can do it in the same "Services" tab, selecting "Connect" on the appropriate tile
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Image 12 System tile

Contractors support - contact details

mGE

Poliska Grupa Energetyczna

PGE Polska Grupa Energetyczna S.A.

Connect
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4. Moving around the PGE Group Purchasing System and submitting
offers and applications (RFX)

4.1 First logging in to the PGE Group Purchasing System

During the first login via the OnePlace to the PGE Capital Group Purchasing System, you will be
automatically redirected to the "Consents and regulations" tab in the "My profile" section, where all
consents need to be approved after reading the System regulations. Until consent is granted, any
attempt to move to other sections or tabs of the PGE Capital Group Purchasing System will result in
redirection to this window. Displaying the content of individual consents or regulations is available
through links marked in blue. Consents should be given by ticking the checkboxes and confirming the

selection with the "Save" button.

'
List of permissions: I m [ CLOSE THE ACCOUNT ] [ CLOSE THE ACCOUNT AND SEND THE CANCELLATION ] [ £XPORT DATA ]

Rules and regulations acceptance:

accept the rules and regulations (Policy) Show the rules and regulations (Policy)

Date of giving/taking permission:

to the processing fo personal data:
ot fam accept Information about processing of personal data

Date of giving/taking permission

Value of PGE Group acceptance :

ceept Show survey

Date of giving/taking permission

Image 13 Consents and regulations - first login

In case when a new version of the regulations will be introduced, there will also be a redirection to the
"Consents and regulations" tab, access to the PGE Capital Group Purchasing System will be possible

after learning and accepting the new version. The dates of granting or forbidding consent will be saved
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and will be displayed on the tab. If during the registration of the checkbox configuration, the consent
to the processing of personal data will not be granted, the PGE Capital Group Purchasing System will
automatically ask the user to close the account. To grant consent, click "Cancel" and then check the
central checkbox. In the absence of acceptance of the regulations or acceptance of the value of the
PGE Capital Group, it will be possible to save the configuration and the user will be able to give consent

at any time by logging in and unblock the access to the PGE Capital Group Purchasing System.

You haven't ticked at least one
of the required consent boxes.
The ,,Confirm” button will block
your account in the PGE Capital
Group Purchasing System. If you
don't want to have your account
blocked, press the “Cancel”
button, read the content of the
required consents again and tick
all the required boxes

Confirm Cancel

Image 14 No consent to the processing of personal data
The remaining shares available to the user in the "Consents and regulations" tab are:

Close account - The action closes the user's account, when it is called, the user logs out from the PGE

Capital Group Purchasing System.

Close account and send a request for oblivion - In addition to closing the account, the action also
submits an application to the administrator to anonymize stored and displayed data on sites in which

the user was active. Examples of activities may include: participation in offering, listing, asking
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questions for proceedings, etc. The Contractor's Database Administrator, after analyzing the request

for oblivion, will decide on its implementation.

Export data - The action generates an xls file storing user data, such as: name, surname, email,

telephone.

4.2 Navigating the PGE Capital Group Purchasing System

Granting the consents described above will display the following view, and will unlock full access to all
functionalities of the PGE Capital Group Purchasing System. Return to the "Consents and Regulations"

tab is possible via the "My profile" button.

GE PGE DEV
Button that allows you to
= the heac
= Kpangithe header User (oneplace/user)
drotkes i User Warszawa (PL5836431460 -
Legal usr46553 usrd6553 (onepl 46553)
L ) ‘Warszawa)
~ Knowledge Base
IESEEEI Consents and regulations [RQUIEREEEEST
-t p— o
My REX
" s
= Rules and regulations acceptance:
1 accept the rules and regulations (Policy) Show the rules and regulations (Polic
 Public zone Date of giving/taking permission:

Button "My profile”

2024-04-05 13:52

Consent to the processing fo personal data:

1 got fomiliar with and | accept Information about processing of personal dato

Date of giving/taking permission:

201808-27 10:19

Value of PGE Group acceptance :

T accept Show surve

Date of giving/taking permission:

201808-27 10:19

Modules:
Intranet, Supplier
portal, Public zone and

legal notices

Image 15 Modules "Contractor's Portal" and "Public Area" dedicated to the Contractor
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On the left, all modules available for a given user are visible - "Legal Notes", "Contractor
Portal" and "Public Area". An important issue is also the "My profile" button.
Clicking on the "My profile" button will redirect the user to the view presented in the image

below. There are two tabs at the top — "User data", "Consents and regulations".

Jan Kowalski (ONEPLACE\jan.kowalski)

Consents and regulations

User data

@ Check if your data is correct.

User profile

User profile

Login:
ONEPLACE\jan.kowalski

First name:
Jan

Last name:
Kowalski

E-mail:
jan.kowalski@rest.pl

Pesition:
Slonk

Phone:
]

Country

Return to the main page

Image 16 "My profile" and the tabs "User data", "Consents and regulations"

The "User data" tab in the Purchasing System of the PGE Capital Group remains uneditable.
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All RFX objects existing in the PGE Capital Group Purchasing System environment, to which the
contractor may participate (ie public or private proceedings conducted in open modes), are available

in the "Public zone" module and the section "Contract and Qualification Notices ".

Legal notices Contract and Qualification Netices

= Knowledge Base
Documents

T . O 1)

"
= ltems 1-25.6f 1191 show 25~ fems £
b Purchasi Purch: Type of purch c od Deadline f

urchasing process  Purchasing process ype of purchasa . ancern procedure = Deadline for
" e e Procedure type Procedure mode o Procedure organizer  _PTUTRF Category Date of publication 0
« Publiczone
Postgpowania Uniimited tander Services 1 v
o ostepo ted te 5
Exp
Public procedure Unlimited tender Services 020-05-1

Public procedure unlimited tender

Image 17 Contract and Qualification Notices

You can search the list using the fields shown in the figure below:

Contract and Qualification Notices

Before the deadline for petition/offer submission
the deadline for petition/offer submission Ordering units

o Higesdvanced m

Image 18 View of available search filters on the Notices list
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4.3 Submission of an offer / answer

NOTE - The description applies to non-public proceedings / technical dialogues / off contests with

encryption and electronic signature requirement

In the list that appears after clicking on the section mentioned above, all available RFX objects are
visible. If you want to participate in a given process, you should find it on the list (a search engine may

be helpful) and click on it with the left mouse button.

Zakup odziezy ochronnej

POST/GEK/ELT/ELT/00026/2022
Non-public procedure

Unlimited tender

Jan Kowalski

98140286
sEmail45504@DemandNotice.pl

- | PROCEED TO THE PROCEEDINGS

Simplified announcement form =
DATA OF THE COMMISSIONING PARTY -

Commissioning partys name:
PGE GIEK SA

Image 19 View of the RFX object from the public zone

The next step is to read the advertisement assigned to the given object (possibly with other attached
documents) and if you want to participate in a given proceeding

- clicking on the "Proceed to proceedings" button.

NOTE - if the process is closed (e.g. only invited / admitted Contractors participate in it, then the

selected RFX object can be found directly in the link "My RFX inquiries" (without the need to join)

Confirmation of joining the proceeding will be displayed in the pop-up window with the message "The
electronic process has been started". The view of the given object automatically changes to the one
whose fragment is presented in the image below. It is worth noting that simply "joining the

proceedings" is not synonymous with the obligation to submit an offer.
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Zakup odziezy ochronnej

Enguiry number  POST/GEK/ELT/ELT/00026/2022
Non-public
Unlimited tender

Executive
Round status  Waiting for final offers
First name and surname  User User
Telephone number 234
Email  User@marketplanet.pl

formation

Number of parts in the request for proposal

2

Offer deadline

2025-05-18 10:42 (Remained:407 Days 20 Hours 20 Minutes)

Consortium

Answer submitted by consortium

Image 20 View of the "Offers" tab on the site that has been successfully completed

|
The tabs will be visible - "Status", "Order documents", "Offers" and "Questions and answers".

4.3.1 Status tab

In the "Status" tab, basic information about the order is given, divided into several sections.
In the "Details of the contact person" section, in addition to the buyer's contact details, you can find

information about the organizer of the procedure and the ordering units, as well as the categorization

in which the procedure is conducted.
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Details of the contact person

Contact person:

bukasz Testowy (lukasz testowy@gkpge.pl)

Main purchasing category:

Code number Code name

EHP.204 Sradki ochrony osobistej, BHP, P.poz.

Procedure organizer:
PGE Energetyka Kolejowa Holding 5p. z c.o./Departament Zakupow i Logistyki

Ordering units:

Ordering units nome Ordering units data

PGE Energetyka Kolejowa 5.A. ul. Hoza 63/67, 00-681 Warszawa

All purchasing categories:

Code number Code name
BHP.30401 Odziez robocza i ochronna
EHP.30403 Ubiory reprezentacyjne

Main CPVY code:

CPV code number CPV code name

18000000-2 Clothing, footwear, luggage articles and accessories.
All CPV codes:

CPV code number CPV code name

18412000-0 Sportswear.

18130000-9 Special workwear.

Image 21 View of the " Details of the contact person " section

In the "Basic data" section you can find information about the round type: "Open" / "Closed", the query
model: "Requests" / "Initial offers" / "Offers" and the date and time of the end of the round. In the

"Information about rounds of the electronic process" section, a table is available that displays
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information about individual stages and rounds of proceedings, start or end dates, type and type of

round.

Information about electronic process rounds -

— Dateand timeof  Date and time of L S S Sy S
The name of the stage The name of the round the beginning of the end of the Round type Round status received?

number the round round

Oferty Round 1 Postepowanie 20220518 10:44 2025-05-1810:42  Standard Active / Open Yes

Image 22 Rounds of the process

Each stage may contain many rounds, eg in the above example, two rounds were created for the
"Offer" stage. Rounds are created, for example, when the previous round has not been resolved in the
selection of the contractor. The person creating the new round may decide whether it will be carried
out by means of RFX or auctions, as well as whether the previously submitted offers will be moved to
the next round or not.

The transition to the preview of any round is possible by clicking on the name of the round (eg Round

1, Round 2). The round with the active preview enabled is marked in bold.

4.3.2 Separate Processing and Split Process Navigation

Purchaser has the option of creating post-auction and auction rounds based on specific parts of the
process. These rounds may be run in parallel. This means that within one procedure, more than one
current request for quotation (RFX round) may be active at the same time. Particular attention should
be paid to the "Information on Electronic Process Rounds" section. It is available from the "Status" tab

of each inquiry.

Information about electronic process rounds -

- Dateand timeof  Date and time of v —
The name of the round the beginning of  the end of the Round type Round status :
number received?

the round round

The name of the stage

Oferty Round 1 RixProcess sRequestName 225568 2020-08-19 08:43 2020-08-2411:35  Standard Finished / Closed No

Standard - Sta
Oferty Round 2 RixProcess sRequestName 225568 2020-08-24 11:37 2020-08-31 12:00 ‘;‘i??ﬂxej;;s:rd peund Finished / Closed Yes

Image 23 List of rounds in a given proceeding
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The column "Round number" is helpful in navigating the process. If the number is highlighted in blue,
clicking will take you to the designated round. The black color of the round number means that the

Contractor does not have access to the round. Details of the colors and numbering are shown below.

Round
number

Round 1

Round 2

Image 24 The column "Round numer”
Rounds are numbered in the order in which they are created. So it is possible that the round with a
lower number will take longer. It is also worth paying attention to the column "Has an invitation been

received?".

Has an invitation been
received?

Yes

Image 25 The column "Has an invitation been received?"

The value presented in the column is related to the round access granted to a given Contractor. This
access may result not only from the invitation, but also, for example, from the fact that a given
Contractor submitted an offer as part of the original round, which gives him the possibility to change

it.

The mechanism of sending invitations to selected requests for quotation is standard. All current rounds

are also displayed from the link "My RFX ".
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The procedure was divided into 4 parts. In the first round, the Purchaser always collects offers for all
parts. Division of processes possible within negotiation and auction rounds. After the collection of

offers and the analysis of individual forms were completed, there was a need to conduct overtime.

For parts 1 and 2, the Purchaser decided to conduct one joint overtime round and created Round 2 in
line with this assumption. Access to the newly created Round 2 will be granted only to those

Contractors who submitted an offer for parts 1 or 2.

NOTE - The Contractor, after entering the round, will only see the parts for which he submitted an
offer in the previous round. Access to the round does not mean access to all parts (with the exception

of being granted such access by the Purchaser).

For Parts 3 and 4, there is another overtime, Round 3, which includes both parts. If the Contractor
submitted an offer for all parts in the basic round, then in order to submit a tender for all parts again,
it is necessary to submit an offer for parts 1-2 in Round 2, and submit an offer for parts 1-3 in Round

3.

NOTE - the fact of dividing the process into parts does not affect the concluded contracts. It is

possible to conclude one joint agreement on the basis of offers from various overtime rounds.

4.3.3 Order Documents tab

In the Order Documents tab, you can view and print All publication, such as an announcement or SWZ.
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status WNEEELLTUERTEE  Offers  Questions and Answers

Order documents
Name Description File size Document type Document version
%] przykladowy zatecznik-10.docx 001 MB Notice from SIMAP 1 ~
= przykiadowy zatacznik-6-1.pdf 0.03MB Terms of Reference 1 v

Versions of the announcement

Name Description File size Document version

Announcement about the order - 1 v

Image 26 Order's documents tab

Additional, in case of adding information about results, it will be available in the Order Documents tab

in section:: ,Information about results” as as it can be seen below:

Information about results
Part name Termination date Consolidation code name
Pozycja RFX 716944 20-09-2021 12:00  Roboty budowlane i ustugi instalacyjne v

Image 27 Information about results

4.3.4 "Proposal" / "Preliminary offers" / "Offers" tab

On the tab "Conclusion / Preliminary offers" / "Offers", the "Comments" section is available, which
contains information messages with hints on a given procedure. In the case of an example object, this

message looks as follows:

Comments
Messages

© Please submit a pesition / offer on an item included in that procedure.

Image 28 Section "Comments"
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The "Untill end" counter appears to be helpful, which can be found in the "Request" tab in the
"Information" section. It shows the time left to close a given stage in the proceedings.

In order to submit an application / offer or answer to a specific RFX object, use the "Documents"
section, which, like the sections presented above, is located on the "Application" tab. It should be
noted that the name of the tab varies depending on the type of response sent by the Contractors
(requests to participate, offers, responses to market research), but the principle of operation is the
same. Applications are made up per part. If the order has more than one part, left-click on the part or

use the right mouse button to bring up the context menu and click on the "Details" option.

Comments
Messages
@ Please submit 2 petition / offer on an item included in that procedure.
Parts . Actions
The name of the part Status
N (™ | GEMERATE REPORT
[D | DATA TEMPLATE EXPORT... ]
QR [
[lb] DATA IMPORT [XLS) ]
Items selcted: 0 Pozycje / Items 1-2z\ of 2 Plkazuj\show 25  ~ pozydi\items
Date of offi Part
% Ordinal number Lot name The value of the net part The value of the gross part Currency Status a e.c: ° .er 2
meodification status

1 Pozycja RFX 720508 PLN No offer ZGZWI e
2 Pozycja RFX 720509 PLN No offer 202404-05 1414 Valid ~
Image 29 "Details" - placing an offer to a part

The action will open an editable form of the specific part. It should be completed, which is outdated in
the figure below. Depending on the parameters of the procedure, the appearance of the form may

vary, which affects the scope of information necessary to be completed by the Contractor.
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entered.

3) List of items on a given part.

1) Conditions for participation in the proceedings, which should be addressed by the
provided fields (eg drop-down lists). In the case of fields completed as a number,

the system will inform about the minimum and maximum value that can be

2) The magnifying glass icon allows to familiarize with a detailed description of the

criterion or condition whose text will be displayed in the pop-up window.

4) "Add document" button that allows you to add files and documents.

5) After completing the form, click on the "Save and return" button

Participation terms v
Name Description Wal |
Condition:Patenci techniczny / Technical potential Q [ hoose value- q |
|
Offer evaluation criteria
| Name Description Unit Value |
|
Criverion Termin platnadei / Payment deadline Empey Cays
|
- |
List of items I
Name Description Material purchase order text  Quantity unit
(field visible for contractor)
Position 1 Empty Empey 1,00 Fiece
|
Documents. )l + Add 2 it

Image 30 Submission of an application for admission to selected positions of one part of the contract
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The "+ Add document" button, shown in the figure above, calls up the following window with

the help of which the file can be added.

1. Byclicking the icon with the plus symbol, it is possible to select files from the computer
that will be attached to the part.

2. The names of selected files will be displayed in the window. The files will go through
the scanning process, the completion of which will be confirmed by the PGE Capital
Group Purchasing System through the green icon. Usuwanie wybranych plikdw
mozliwe jest za pomocg ikony z symbolem kosza.

3. Select the document type from the drop-down list: explicit or implicit.

4. Confirm using the "Add" button.

Add file X

Attachments:

1 [c3

2] < Przykladowy_dokument.pdf i}

Document type:

3 Public document ~

Image 31 Add file
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The added files are displayed on the list, along with information about them. The right mouse button
displays a context menu with options: "Download", "Delete", "Edit description". The edit description

option displays a pop-up window that allows you to enter any text as a file description.

Documents + Add adocument | # Downloa

sssss

] restfiedock Public document

Image 32 List of documents

It is worth paying special attention to the "Save" button. This action will cause the data entered by the
user to be remembered, but this does not mean submitting the application. The "Confirm" button will

call "Request saved / Offer completed" and the "Documents" section will look like this:

Documents

- File
Name Description Document type status
source

Image 33 Section documents after clicking the "Confirm" button.

If you want to change the application, click on "Edit". This button will return to the previous view.
To complete the application for the next part, you can choose the "Next part" button in the upper right

corner of the screen or select "Save and return" to return to the view of all parts.

Status Order documents m Questions and Answers

NEXT PART }

Basic information

Image 34 "Next part" button
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Help in the application can be messages that are in the "Comments" section on the "Status" tab.

Comments

9 Petition ut not placed

© Please get familiar with the artached purchase order documents

© Terms/riteria or division into parts were medified, please fill in petition/offers again.

Formdata

Image 35 The "Comments" section along with the messages

As you can see in the above image, the PGE Capital Group Purchasing System informs the Contractor
that his application has been only saved and reminds you to read the attached order documents.
Clicking on the message "Application / offer has been saved, but it has not been submitted" will result
in redirection to the "Application" tab, where it will be possible to submit an application, offer or other

answer to the demand expressed by the Ordering Party.
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The "Save and return" button redirects the user to the parts list. Select check boxes and click on the

"Submit application" button. In the case of the offer stage, it will be called: "Make an offer".

Parts Actions ;

The name of the part Status -
MAKE AN OFFER
All ~
I Q | SEARCH u CLEAN

[ | GENERATE REPORT

Pozycje / Items 1-2 2\ of 2 Pokazuj\show 25 + pozygi\ltems

I8 ms selcted: 0
Date of offe Part
% Ordinal number Lot name The value of the net part The value of the gross part Currency Status a e.r.! ° .Er 2
modification status
1 Part name 360 000,00 442 800,00 PLN UG 2024-04-03 21:52  Valid v
completed
2 @ 4200,00 516600 PLN The offeris 004051530 valid v
completed

Image 36 Submitting the application for the selected part

Submission of the application by clicking the "Submit application. Offer" will require one-time

confirmation on the pop-up window.

| confirm that | got familiar with
the documents and want to
make an offer

Image 37 A message requesting confirmation of submission of an application
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Proceedings for awarding the contract, to which the Contractor was invited or proceeded
independently, will be visible immediately after he has passed to the GK PGE Purchasing System from

the OnePlace Platform in the "Interested" section, as presented in the following image:

Legal notices Welcome to Purchasing Platform €) Supplier
+ Knowledge Base Request
Documents Login: =g Procedure number =5 Date.of st.age .Dat.e u.f
prososal name termination invitation
» Supplier portal usr22421 usr22421 name
(oneplacelusr22421)
My RFX. szkoleniel POST/GEK/ELT/ELT/00008/2024 Offers 30-06-2024 15:55  11-01-2024 16:06
My auctions - . ?
- organisational unit:
Observed auctions 31 Move to my procedure list
Iy contractor 25025 sCity 26951
v ons (PL5884350481 - sCity 26951
My qualification forms saddress 26951)
+ Publiczone
Contract and Qualification Notices Interested l
Expired published notices
Request
Suppliers qualification for Stage Date of stage Date of
Procedure number - —
O LT CT AT prososal name termination invitation
- name

Questions & Answers / FAQ szkoleniez  POST/GEK/ELT/ELT/D0010/2024 Offers  30-06-2024 14:38  23-01-2024 14:44

Szkolenie POST/GEK/ELT/ELT/00007/2024  Offers  30-06-2024 16:21  11-01-2024 16:28

>

3 Move to my procedure list

Image 38 View of the "Interested" section and an indication of the "Contractor Portal"

All objects to which the Contractor joined will be available through the "Contractor Portal" module.

An important element of the "Contractor Portal" module is the link "My RFX ", in which the Contractor's
user will find a list of all proceedings, for which he expressed interest through the declaration of
accession. What is more, the user will find in this reference also all non-public proceedings, to which
he was invited by the Ordering Party. In addition, there will also be proceedings that the authorized
user has made available to the Contractor a folder with documents. The "My RFX " link has been

discussed on the next page.
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My RFX =

Pozycje / Items 1-14 z\ of 14 Pokazuj\show 25 ~ pozygi\ltems &

>

Purchasing . . Procedure Concern of The deadline for  Purchasing Purchasing
Enquiry number  Enquiry Model Type State n
process name organizer procedure... the... process type category (¢
v ey POST/GEK/ELT/ELT, Offers Open Active PGEGIEKSA-O o Giek sa 30.06-202415:55  Non-public

achronngj El Turéw

Image 39 "My RFX "

In the procurement system nomenclature of the PGE Capital Group, the "My" component means that
it is an object to which the Contractor joined as a result of his own pursuit or dedicated invitation from
the Ordering Party. The view presented in the above image appears after clicking on the link "My RFX".
The list of all proceedings and the search engine is visible. If you want to make an offer or preview a
given object, find it on the list and click with the left mouse button. This will display the given RFX

object.

It is worth noting that the objects located in the "My Conduct" section are RFX objects, not complete
proceedings. This means that the user will find here different stages of the proceedings, not all
proceedings. If the given procedure consists of more than one stage, eg negotiations and offers, the
list will show the newest of them, i.e. the appearance of the next stage of RFX in the proceeding will
result in disappearing from the list of the preceding stage. However, after entering the object from the
status tab, it is possible to go to the preview of all stages and rounds of proceedings.
At any time, the user has the opportunity to suspect with which stage of the proceedings he has to

deal already from the level of the "My Conduct" list. This is presented in the following view:
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Purchasing ) ) Pracedure Concern of The deadline for  Purchasing Purchasing Purchasing
Enquiry number  Enquiry Model Type State ¢
process name organizer procedure... the... process type category (CPV... category

GEK/KWB
1147972011 -
HZ-2/KP
121812011-
kamizelki
ratunkows i

Completed Dist PGE GIEK SA 2011-11-2900:00  Non-public = = ~
Zaopatrzenia

GEK/KWB/1475/20

zestawy
zastepeze

Image 40 Column "Case model"

The "Process model" column informs about the nature of the given RFX object. The contractor, in
addition to the basic information about the proceedings (name and number), can easily identify in

which stage he / she may potentially participate. In the above image, these are "Offers".

The Employer has the possibility to invite interested contractors to individual proceedings or selected
RFX objects. If the Contractor was invited by the ordering party, the user representing this Contractor
will receive an email notification and notice on the start screen (available after redirecting to the PGE

Group Purchasing System) in the "Contractor" section of the relevant object:

Supplier B
Request

fi St Date of st Date of

er Procedure number age 3 e.o s_age . a.e D.
prososal name termination invitation
name

szkolenie1l POST/GEK/ELT/ELT/00008/2024 Offers 30-06-2024 15:55  11-01-2024 16:06
>

1 Move to my procedure list

Image 41 RFX Object "Offers" in the "Contractor" section
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This object will also be available in the "Portal of the Contractor" module (reference "My RFX objects").
Requests, offers or answers are based on parts of the order. If the order contains more than one part,
the PGE Group Purchasing System will emphasize this in the "Information" section on the tab

appropriate for the model of a given stage, eg the "Initial offers" tab.

Oferty Wstepne: Test english

Enquiry number POST/PGE/PGE/DZ/00114/2019
Procedure type Non-public
Purchase order type Negotiations (open)
Round status  Waiting for initial offers

First name and surname  Administratora TECHNIC
Telefon 234
E-mail iadmin@marketplanet.p
Status Purchase order documents Initial offers | Questions and answers

Information

Number of parts in the request for proposal

2

Offer deadline

2019-05-07 15:45 (Remained:0 Days 0 Hours 38 Minutes)

Image 42 The "Information" section on the "Initial offers" tab

It is worth emphasizing here that the name of the bookmark depends on the nature of the RFX object.
If the Employer collects applications within the facility, this tab will be called "Applications", and if the
Contracting Party is awaiting initial or final offers, the name of the tab will be "Initial offers" or "Final

offers".
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The picture presented on the next page shows the situation during which the Purchaser collects initial
offers. Due to the fact that the order has two parts, the Contractor will have to submit two offers - one

for each part.

Pozycje/ltems 1222 pokazuj 100 |~ pozyeji

" Date of offer Part
Q  Ordinal number Part name The value of the net part The value of the gross part Currency  Status Al irid
1 Partt PAN No loxlal 2019-05-07 1505 Imnvwerant
offer Q Deuails \E

No initial
offer

2 Par2 PLN 2019-05-07 15:05  Imy

Image 43 View of part of the order on the "Initial offers" tab
In order to submit an offer for a given part, the user representing the Contractor should enter the

selected part by clicking on its name with the left mouse button or clicking the icon and selecting the

"Details" option from the context menu.

The action described above displays detailed information about a given RFX object. Find the

"Documents" section. This section is described on the next page.
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1) List of items assigned to a given part. The offer consists of each of the items in the part by
filling in the fields "Net price" and "Gross price". The given value is always the price for one
unit of measure (eg packaging, man-hour).

2) Depending on the criteria, conditions or additional items of the form required by the
Ordering Party, the Contractor is obliged to complete the requested fields. If it is the next
round of the same stage, the fields may already be supplemented with the previously
entered values, if the decision was made to transfer the submitted offers during the
creation of the round.

3) The "Save and return" button will save the offer and redirect the Contractor to the "Initial

offers" tab. This is not tantamount to submitting an offer.

1 2 3|_V

Documents | SAVE AND RETURN I

by th 1g party from the contractor

-

Name Description Unit Value

Q .. b
A 4

List of items
Name Description Material Quantity Unit Net price Gross price Currency Gross value
purchase order
text (fleld visible
for contractor)
Position 1 ey Emey 1,00 Piece i) PN
Documents + Add a document
Name Description Document She Status
£ TP source
| SAVE AND RETURN ["5, I SAVE ] [@0 I DATA TEMPLATE EXPORT (XLS) ] [-0] I DATA IMPORT (XLS) ] [[‘ l GENERATE REPORT ] [E I VAT CONVERSION CALCULATOR

Image 44 The "Documents" section on the "Initial offers" tab

When completing the offer, in the fields "Net price" and "Gross price" use the functionality available
under the calculator icon, which allows you to convert amounts between these fields. For this purpose,

one of the amounts should be completed, eg "Net price" and then, in order to calculate the second
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value, open the following window through the icon with the calculator symbol. It is not possible to
complete both fields manually, always one of the values must be converted using the described

functionality.
Tax calculator x

Released
0%
3%
5%
7%
8%
O 23%

Many

COMPUTE
nervatoe | SROSS
VALUE

|x CANCEL |

Image 45 Calculator for VAT conversion

The VAT recalculation calculator contains the most common VAT rates, along with the default 23%
option. Of these, you should choose one using a checkbox. If the initially entered value was "Net price",
select the "Compute gross value" button, and if the value initially entered was "Gross price" then the
" Compute net value" button should be selected. After selectin VAT ratio: ,many” both: net price and
gross prise has to be entered using keyboard.

When user save the offer System will show an alert with information:
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Attention! Offer was saved but
not placed. Please place offer.

Image 46 Alert displayed when offer was saved
Closing window with alert is possible only by clicking action: “Confirm”.

It is also possible to import data from a previously generated import template in .xls format.

Parts Actions
The name of the part Status =
MAKE AN OFFER
All ~
[[-v | GENERATE REPORT ]

m a crenn
- MORE

DATA TEMPLATE EXPORT...

Items selcted: 0 Pozycje / Items 1-2 2\ of 2 Pokazuj\ § DATA IMPORT (XL5)
% Ordinal number Lot name The value of the net part The value of the gross part Currency Status Date.c!f of.fer Part
modification status
1  Pozycja RFX 720508 PLN No offer 2024-04-05 14114 canceled v
. The offer is
2 Pozycja RFX 720509 700,00 861,00 PLN 2024-04-05 16:48  Valid v

completed

Image 47 Import options

In order to generate template, user have to indicate (mark on the list) for which parts it will be
generated. If the user does not mark any of the available parts and click the action: “Data template
export (xlIs)” - System will display an appropriate alert with the following information: "You have to
select at least one of the available parts to generate a template for it".

If template is generated correctly, a file in .xls format with data on conditions/criteria and additional

items defined for all selected parts will be saved on the user's local drive.
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The template will contain data of all parts selected by user in the form presented below:

Nazwa zapytania / Procedure name [CR Zmiana w sposobie skiadania ofert

Dodatkowe pytania? / Questions? |Dodatkowe pytania?

ID czesci \ Lot ID

Nazwa czgsei \ Lot name

Opis | Desription_|Wartosé \ Value

2]

ke \ F te

Tal / Nie |

Id karyterium \ Offer evaluetaion criteria ID

S L

1D pozycji \ Position ID |Nazwa \ Nam:

72060658 |pozygia 1

12060659 |pozycja 2

Image 48 Data template

User completes the fields marked in yellow for the parts for which he wants to import the data to the

System.

After completing the data template, imports it into the System. To do this, perform the action: “Data

import (xlIs)”, after which a window will be displayed in which the location of the completed file should

be indicated.

Select file

File path:

[ Wybierz plik | Nie wybrano pliku

Image 49 Import window.

CONFIRM CANCEL

Strona - 48



P oGE™

Poliska Grupa
Energetyczna

The data template can be completed by user only in the scope of selected parts.
In order the data for parts to be imported correctly, all cells marked in yellow for this part have to be
completed. In case of shortages or entering incorrect values, data for such a part will not be imported,

and the System will display information about errors (in the Polish language):

Select file b S

File path:

Wybierz plik | Szablon ofe..._2023 (1).xs

Bledy w imporcie:

ID CZESCI 98:

ID z szablonu (czes¢, pozycja lub kryterium): 98: Dane w zakresie czesci nie zostaly zaimportowane
ID z szablonu (czes<, pozycja lub kryterium): 100: Niekompletne dane na pozycji

ID z szablonu (czes¢, pozycja lub kryterium): 101: Niekompletne dane na pozydji

ID CZESCI 99:
ID 2 szablonu (czesé, pozycja lub kryterium): 99: Dane w zakresie czesci nie zostaly zaimportowane

ID z szablonu (czesé, pozycja lub kryterium): 102: Niekompletne dane na pozycji
ID z szablonu (cze3¢, pozygja lub kryterium): 103: Niekompletne dane na pozydji

Additional information:

Import ended with success on 0 from 2 lots from offer file

IMPORT REPORT CONFIRM CANCEL

Image 50 Information about errors appeared during data import
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Clicking action: Import Report - generates a file in .html format with a list of all errors. Action: Confirm
- will save data for parts which the data template was correctly imported. Action: Cancel - will close
the window without saving the imported data.

Correct import marks the status of the part: "Offer completed".

When the data is correctly imported in terms of all parts available in the imported template, System
will display the following message: "The data was successfully imported. Data saved on {number of

parts} from {number of parts} available in data template"

The data was successfully
imported. Data saved on 2 from
2 lots available in data template.

Image 51 Message after correctly data import

The "Generate report" button allows you to generate a file containing information about the submitted
offer. Clicking the button brings up a window containing a list of previously submitted offers within the

selected round.

Qffer date Offer author Offer value Electronic signature? Offer status

08-05-2024 21:02:05  Mikotaj Kruk (Sempre) 100,000.00 PLN  No Placed w
08-05-2024 21:01:55  Mikotaj Kruk (Sempre) 100,000.00 PLN  No Saved w
02-05-2024 15:25:04  Mikotaj Kruk (Sempre) 100,000.00 PLN  No Saved '

Image 52 Generate report

Clicking on the selected object on the list generates a pdf file containing the details of the submitted

offer.
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Returning to the "Initial offers" tab allows to notice a significant change - for those parts of the order,

the details of which were edited by the user, checkboxes will appear (deselected by default).

Parts Actions

I | MAKE AN INITIAL O FFER
DELETE

Pozycje/litems 1222 pokazw] 100~ | pazyci

Date of offer Paj

‘@ Ordinal number Part name The value of the net part The value of the gross part Currency  Status modification s

Initial offe:
1 Pamit 5 000,00 615000 PN Nl O 019.0507 1524 Imfforrant v

a ( complete
Imenial affer

2 Part? 5 000,00 615000 PUN compilete 2019-05-07 1524 Impaortant ~

Image 53 "Make an initial offer" button and checkboxes for parts

Submitting offers is possible by clicking on the "Make initial offer" button. If you want to make an offer
for a given part, please check the box next to it and then click on the "Make initial offer" button. If the
user selects more than one check box and clicks on the button, the offers will be submitted to all parts

with selected check boxes.

The "Make an initial offer" button will result in a message that was presented in the previous batch of

this manual. The only difference is that this time the user submits the initial offer, not the application.

The process presented on the above pages looks identical also for the stage of final offers. The
difference appears in the case of the "Negotiations" stage, which does not require any invited
operators to undertake any activities undertaken in the PGE Capital Group Purchasing System
environment - negotiations take place outside the system.

From the third tab (depending on the stage of "Requests" / "Offers" / "Initial offers"), the contractor
may decide to submit an offer by a consortium. The functionality is available using the following

checkbox.
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Consortium

Response by consortium

Image 54 Consortium

Selecting the checkbox displays the message: "Consortium in offer has been selected" and the

'Consortium" section has been extended by two tables "Consortium data" and "Proxy data".

Consortium

Response by consortium

Data of consortium members

Name of consortium member Address. ZIP code City Telephone number Fax Tax number National Business Registry Number E-mail
SEMPRE Sp. z 0.0. Wroninko 134 03100 Piorisk PL 1574831646 office@sempracos pl
+ Add contractor to consortium

Data of authorized representative

First name of authorized representative Last name of authorized representative

Login of authorized representative
+ Add authorized repre:

E-mail Telephone number

Image 55 Consortium

By means of the action "+ Add contractor to the consortium" a window is opened that allows entering
the consortium's data.
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Add contractor to consortium X
Contractor in consortium

Constractors name: '

Address:

ZIP code:

City:

Telephone number:

Fax:

Tax number:

MNational Business Registry Number:

e
E-mail:

CONFIRM CANCEL

Image 56 Adding a contractor to the consortium

Completion of the offer by the consortium in the remaining steps does not differ from the method

presented on the previous pages.
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4.3.5 The Questions and Answers tab

The PGE Capital Group Purchasing System enables communication between the Employer and the

Supplier, and the Questions & Answers tab is used for this. It contains two sub-tabs:

1. Information received from the ordering party - the section allows to display and print a list of

messages received from the Ordering Party

Status Order documents Offers Questions and Answers

m ‘ Questions to the commissioning party

Comments

© You have saved but not sent question.

Information received from the commissioning party

Subject or content of the question

All v

Q | SEARCH

Actions

(B
u CLEAN

Question Date of
number question

1 05-04-2024 08:07

2 08-04-2024 11:29

3 12-04-2024 14:38

The subject of the question

Sample question 1

Sample question 2

Sample question 3

Pozycje / Items 1-3z\ of 3 Pokazuj\show 25 ~ pozygi\ltems

Status

Response
was given

Response
was given

New
question

Image 57 Questions and Answers: Information received from the ordering party
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You can read received message by entering the details of the message. The action appears after right-

clicking on the appropriate line.

uestion Date of e 5
Q = The subject of the question Status
number question
R
1 05-04-2024 08:07 Sample question 1 esponse ~
was given
2 08-04-202411:29 Sample question 2 Response v
v was given

3 12-04-2024 14:38  Sample question 3 I Q| Details I e

question

£ Answer the question of commissioning
party

Image 58 The details of received question
Using the “Answer the question of commissioning party" action, you can reply to the received message.

After clicking on the action, a response form will open, where you can provide a response in text form

and attach a document.

Response form 4 | SEND

Basic response data

*
Response content:

Attachments:

Image 59 Response form

After completing the form correctly, click the "Send" action.
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2. Questions addressed to the ordering party - the section allows to display all questions that the

interested party has asked the Employer. It also allows you to ask a new question.

Status Order documents Offers Questions and Answers

| wrormstion received from the commissioning party [ S

Questions to the commissioning party -

Subject or content of the question Question status
o + | a0b A nEw quesTion
(o . IR

PRINT QUESTIONS..

Image 60 Questions and Answers: Questions addressed to the Buyer

After using the "Add new question" action, a message to the Ordering Party form will open, where you
can provide relevant information or ask questions regarding the purchasing process in text form, with

the option of attaching a file.

Question form I 4| SAVE AND SEND I! *
>

‘ %

Basic question data

Status of the question:

New question

*
The subject of the question:

*
The content of the question:

Attachments:

Image 61 Question form

Complete the mandatory fields and select "Save and send" - the message will be forwarded to the

Ordering Party. Alternatively, you can save a draft message by clicking the "Save" button. The saved
message will not be visible on the Ordering Party's side. You will be able to edit and send it at any time,

which will be announced in the "Comments" section.
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Question form m

Basic question data

Status of the question:

New question

The subject of the question:

New question

adowy_dekument.pdf File source: SWPP2

Image 62 Saved question form

5. Participation in public proceedings

The proceedings announced on October 18, 2018 (and later) are covered by legal provisions regarding
the electronicization of public procurement and require the collection of applications/offers only
electronically (except for cases provided for by the Legislator, when the offer includes physical objects,
e.g. material samples, and the Contractor submits electronically only the ESPD document). In order to
determine the appropriate form of submitting documents in public proceedings, please refer to the
provisions of the Terms of Reference/Contract Notice. The functionalities described are related to the

introduction of an encryption mechanism and electronic signing of the application/offer form.

5.1 Procurement

The list of offers is available in the "Public zone" via the link " Contract and Qualification Notices ".
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Legal notices Contract and Qualification Notices:

Desuments

ems 1-28 of 2181 show | 25 v ltems

Purchasing process  Purchasing process Type of purchase Concern procedure N “ Deadline for
e e Procedure type Procedure mode e Procedure organizer ! category Date sl publication 0 T e
¢, - N PGEGIEK SA - _ o
Postepowanie 43213 Non-public procedure  Unlimited tender Deiverie: [oemeesok PGE GIEX 54 0308 20308 v
Postepowanie 464851 Public procedure Unlimited tender Construction warks PGE Dystrybucja 54 6-23 202106241100 v
T i g - O e 203
Postepowanie 483981 ,;'_“:“:f =] RFX Open Deliveries PGE GIEK SA 09-28 2021-10-05 1400 v

Image 63 Place of publication of announcements

To proceed to the proceedings, click on the selected object with the left mouse button. An ad dedicated

to him (containing order documents) will be displayed.
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Postepowanie

Purchasing process number
Procedure type

Purchase order mode

First name and last name
Phone

POST/GEK/ELT/ELT/00007/2024
Non-public procedure

Unlimited tender
User User
14703844

E-mail adress

User@SystemUser.pl

Image 64 Entering into proceedings (public)

- | PROCEED TO THE PROCEEDINGS

The button available in the header above the announcement allows you to proceed to the

proceedings. This does not mean having to submit an offer, but access to the RFX object. What's more,

such an RFX object will be available from now on the list of "My RFX ".

Legal notices

~ Knowledge Base
Documents

= Supplier portal
My RFX
My auctions

= Public zone

Contract and Qualification Notices

Expired published notices

Suppliers qualification

ults of purchasing
o

Questions & Answers / FAQ

| Questions & Answers | FAQ

My RFX

Purchasinfibr

E Show fvanced

sname

Purchasing process number

Category

m u crean

Pozycje / Items 1-14 z\ of 14 Pokazu]\show 23

~ pozycjitltems &

>

Purchasing process
name

RfProcess
sRequestName
242347

RfxProcess
sRequestName
225568

RfvBroroce

Enquiry

Enquiry number M

POST/GEK/ELT/ELT/OC Offers

POST/GEK/GEK/PMR-| Offers

Open

Close

State

Active

Completed

Procedure Concern of
organizer procedure...
PGEGIEKSA-OEl oo ey
Turéw

Sekdja Realizacji

zakupow przy PGE GIEK SA

Oddzizle ELB

Sokria Roalizaci
—

The deadline for
the submission...

2025-05-18 10:42

2020-08-31 12:00

Purchasing Purchasing
process type category (CPV...
Non-public

Nonpublic Miscellaneous

articles.

Image 65 RFX object available on the "My RFX"

list after joining the proceedings
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5.2 "Applications / Offers" tab

After joining the proceedings, a tab dedicated to the type of response collected by the ordering party
in a given stage, eg "Offers" or "Applications" will be displayed. If this is the first stage of the public
procedure (eg "Applications" under a limited tendering procedure), then the "ESPD Attachment "
section will appear on the tab. The submission of an ESPD is always required at the first stage of a given
proceeding (the exception here is the "Single-source procurement"” stage, where the first stage of

"Negotiations" is optional and does not require system actions on the part of the Contractor).

ESPD attachment

Image 66 ESPD Attachments (without add file buttons)

It should be noted that the section "ESPD Attachments" currently has no buttons to add a file. This is
the correct operation of the system, because the buttons will appear only after completing the

application / offer for at least one part.

@ Ordinal number Part name The value of the net part The value of the gross part Currency  Status Date of offer Lo
moedification status

1 Parti PLN No offer 2019-05-07 15:49  Important v

2 Part2 PLN No offer 2019-05-07 15:49  Imporrant v

Image 67 Parts of public proceedings

To complete the part, click on the selected part of the procedure (section "Parts") with the left mouse
button. The mechanism for completing applications / offers does not differ from the description in
Section 6.3 "Submission of an offer / answer". The main difference is the encryption mechanism used

in public proceedings.
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5.3 Encrypting

Encryption is a mechanism whose purpose is to prevent the unauthorized persons from displaying the
content of the offer / application / response before the expiration of their opening date. At the
moment the user made one of the actions that triggered the encryption - "Add file" (section "ESPD
attachments"), "Save", "Save and return", "Next part" or "Submit an offer / offer" - a control window

will be called from encryption.

Encryption x

Enter the password to encrypt:

Image 68 Encryption window

A password should be entered in the window that will serve to encrypt the offer. Special characters
are allowed, excluding the space character. After entering the password, click on the "Confirm" button.
Successful saving of the password will confirm the message about the action execution, e.g. saving the
application. From the moment the password is first entered, it is permanently assigned to the offer /

application.

NOTE - It is not possible to change the password once without withdrawing the offer / application.
The password is required from the user once per session, i.e. after logging in and attempting to edit
/ submit an offer / application, a password will be requested. If the user performs all actions in the

same session in which the password was set to encrypt, then the password again will not appear
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until the user logs in again. Each offer has its own, dedicated password. This means that the

password once entered must be saved / saved.

The only option to display the content of the offer / proposal of the offer will be to decipher it.
Importantly, the offers will be automatically decoded after the offer opening date (defined by the
Employer). There is no need to provide anyone with the password used to encrypt the offer / request

/ response data.

The PGE Capital Group Purchasing System has implemented the functionality of decoding offers for
the needs of the Contractor's user, for example in order to remind them or modify the offer and re-

submit. The functionality is described in the next section.
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5.3.1 Decrypting

The display of encrypted data from the Purchasing System of PGE Group, e.g. for the purpose of their
editing, is associated with the necessity to decode the offer / application. Otherwise, the fields with
previously entered data will remain empty. The action of deciphering the offer / application is carried

out once per session using the "Decrypt" button. It is available from part of the proceedings.

Documents

List of items .
aterial purchase  Quantit Init i i urrenc ross value
ore eld
vist

Name Description

Image 69 A view of the previously completed part before decryption (no saved values)

To call the decryption action, click on the "More" button and select the "Decrypt" option from the

drop-down list.

DATA IMPORT (XLS)
GEMNERATE REPORT

VAT CONVERSION
CALCULATOR

= | oecrver

Image 70 "Decrypt" action

Decryption requires entering the password set at the first encryption. Enter the password in the

window and confirm the action.
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Encryption i

Enter the password to encrypt:

(1234 ]

CONFIRM CANCEL

Image 71 Decrypting offer data

Submitting correct password will decrypt the offer on all positions.

Documents ['; | SAVE ] [x | WITHDRAW ] ['4 DATA TEMPLATE EXPORT [XL5] ] [- MORE ]
Participation terms
Name Description Value
CongitionJEDZ Q Yes ~
oy g party ol
Name Description Unit Value
Toem -Rodza] prowsdzons] dzistainasc Q - Choose value- ~

Image 72 View of the decrypted part with the values originally entered
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5.4 The European Singe Procurement Document

ESPD is an obligatory element of the application / offer. It is submitted together with the application /
offer after the file has been attached via the section "ESPD attachment" available from the "Offers /
Applications" tab. According to the information presented in Chapter 5.2 "Applications / Offers tab",
joining ESPD is obligatory at the first stage of a given proceeding (with the exception of the "Single-

source procurement" mode, where ESPD is placed at the stage of "Offers").

ESPD attachment.

+ | ADD ESPD FILE

+ | ADD ESPD FILE

Image 73 Section "ESPD attachment" with buttons "Add file"

The ability to attach the ESPD file (presence of the "Add file" buttons) is conditioned by the editing of
one part of the proceeding, ie supplementing it and saving (it is worth keeping in mind the column
"Status"). In order to attach a file with a generated document, ESPD, click on one of the two "Add file"
buttons. The following window will be called - press the plus icon, and after scanning the file (green

icon) it will be included. It remains to press the "Add" button.

Add file x
8 SIWZ.docx @ [l

Image 74 Add ESPD Attachment window

Correct connection of the file will confirm the message.

Strona - 65



/mcE™

Polska Grupa
Energetyczna

ESPD attachment -

Ordinal Fils
reina Name Status e Number of signatures from platform level  Status
number source

1 SIWZ.docx Arached SWPP2 0 ~

Image 75 The view of the file added to the section "ESPD Attachment"

The file attached by the user can be signed electronically from the Purchase System of the PGE Capital
Group. To do this, click on the attached file with the right mouse button. This calls the context menu

with a number of options:

& Sign

Image 76 Context menu with the option of signing a document from the PGE Group Purchasing System

Selecting the "Sign" option will result in the launch of the electronic signature procedure, which is
analogous to the one presented in the next part of the instruction to sign the application / offer form

electronically.

NOTE - the Contractor's user has the choice between signing the EINCESS attachments from the PGE
Capital Group Purchasing System level or attaching files already with an electronic signature (eg from
the workstation level). It should also be mentioned that the ESPD and the signature submitted to
EIN are encrypted. The possibility of downloading the ESPD and the signature placed under it will

appear after the offers have been opened by the Ordering Party.

Strona - 66



/Plé o ;.\s.\

Poliska Grupa
Energetyczna

5.5 Adding attachments to the application / offer

From the level of a particular part of the proceedings (clicking on a given part with the right mouse
button and choosing the "Details" option), the Contractor's user has the possibility to attach
documents to the application or offer. Maximum size of the files uploaded to the PGE Group
Purchasing System is 150 MB. Acceptable files extensions are: xls, xIsx, doc, docx, pptx, pdf, xml, rar,
zip, gif, jpg, dwg, tif, tiff, txt, rtf, jpeg, bmp ,ath, kst, png, asic, cades, xades, pades, 7z, mp4, msg, url,

ods, cpg, dbf, prj, gmd, shp, odt, xIsm, ppt. It is recommended to upload files with pdf format.

Adding attachments is possible using the option "+ Add a document".

[ﬂl SAVE ] [:Ql DATA TEMPLATE EXPORT (XLS) ]
Documents
‘jl DATA IMPORT (XLS) ] [' MORE ]
List of items
Name Description Material Quantity  Unit Net price Gross price Currency Gross value
purchase
order text
(field visible
for
contractor)
Modernizacja pieca gazowego Lock Lack 1,00 e = PLN  ~
£ & ' substandji
Modernizacja pieca weglowego Lock Lack 1,00 e = IN
shres ' substandji
Modernizacja instalacji hydralicznej Lock Lack 1,00 Cre = PLN  ~
' substandji
Documents
o File
Name Description Document type Status

source

Image 77 The location of the "Add document" button

Details related to the operation of the functionality are described in detail in chapter 4.3.4. It is worth
noting that the PGE Group Purchasing System allows users to sigh documents electronically (other than
the application / offer form). To do this, after adding the document (action described in 4.3.4), right-

click on it and select the option ,,Sign” from the context menu.
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Documents + Add a document | # Download
A File
Name Description Document type Status
source
= Przykladowy_dokument.pdf gocument SWPP2 v

SEN
@ Delete

- [# Edit description
[Iﬂ | SAVE ] [X | DELETE ] [Llil DATA TEMPLATE EXPORT (XL P JORT (XLS) E4| GENERATE REPORT
B —

[ | VAT CONVERSION CALCULATOR

Image 78 Electronic signature of attachments of the offer / application

The procedure is similar to signing an offer form. In the case of signing attachments to the offer /
application or the EIN annex, clicking the right mouse button on the document will allow to notice an
additional option — ,Download the signature”. After the action has been carried out, the user's
workstation will receive a confirmation of signature with a qualified signature. For correct verification

of the signature, the "Download" action should also be performed to download the signed documents.

0 Delete
(& Edit description

G Sign

I_if_ Download the signature I

Image 79 Downloading signature action

This option will download the electronic signature to the computer. The availability of options results
from the specificity of functionality - the signature placed under the files placed in the section "ESPD
attachment" or "Documents (attachments to applications / offers") is saved as a separate file with a
reference to the sighed document (eg image). In the case of the application / offer form, the signature

is embedded inside the file.
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5.6 Submission of an application / offer bearing an electronic signature

In the context of correct completion and recording of applications / tenders for particular parts of the
proceedings, the provisions presented in chapters 4.2 and 4.3 apply. After fulfilling all the conditions
for submitting an offer / application in public proceedings, i.e. supplementing and saving the offer /
application for at least one part of the proceeding and adding an obligatory (at the first stage) ESPD

attachment, it will be possible to submit an application / offer.

Items selcted: 2 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozyci\items

Date of offer Part

®  ordinal number Lot name The value of the net part The value of the gross part Currency  Status Al
modification status

1o PLN The offers 0004081235 vaiid v
completed

2 1m PLN Theoffer’s 52004081235 vaiid v
completed

Image 80 Before submitting an offer / application, check the boxes at selected parts

To do this, select the appropriate parts of the procedure (fig. 82) and press the button ,Make an

application / offer” ("Applications / Offers" tab).

Parts Actions

Image 81 Submission of responses (application / offers) to the Employer

In contrast to non-public proceedings, the condition for correct submission of an application / offer is
the electronic signing of the generated form. The electronic signature procedure takes place from the
level of the web browser and will start automatically after clicking on the "Submit application / offer"

button. The correct implementation of the electronic signature on the document is associated with
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the need to meet specific requirements (technical boundary conditions, configuration of the

workstation and work environment).

Requirements and recommendations are presented in detail in the document "Electronic Signature,
Configuration and Submission of Auction Proceeds". Before participating in public proceedings
carried out in the environment of the Purchasing System of the PGE Capital Group, it is necessary to

read this document.

5.7 Electronic signature and multi-signature

The course of the offer submission process with an electronic signature is presented in a similar way
to the way of submitting the offer described in the previous part of the Instruction (chapter 4.3).
Turning to the tab dedicated to submitting RFX responses (eg "Application"), the "Number of people
signing the offer" section will be visible. It is a mechanism of the so-called "Multi-signature", meaning
the necessity of signing each offer by more than one user (the necessity may arise, for example, from
the Contractor's organizational conditions or Ordering Party requirements defined in the
documentation of the proceedings). Before submitting the offer, the Contractor is obliged to complete

the field ,Number of people signing the offer”.

Number of persons who are signing the offer

Number of persons who are signing the offer: :

1 €

Image 82 Section "Number of people signing the offer"
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After clicking on and clicking on the button "Submit [OFFER / APPLICATION]" a message will appear
informing about the initiation of the electronic signature. The course of the first launch of the
electronic signature procedure from the level of recommended browsers (Mozilla FireFox and
Microsoft Internet Explorer) is described in detail in the document "Electronic signature, configuration

and submission of bidding increments".

If the browser does not have the required version of the plugin, a pop-up window with a button will

appear on the screen ,Installation of the extension”.

Electronic signature X

| EXTENSION INSTALLATION

Details

Image 83 Window for downloading extension updates (Internet Explorer)

NOTE - The course of the installation, commissioning and signing the document from Microsoft
Internet Explorer is presented in the e-learning material "PGE electronic signature.” Before starting

the signature procedure, it is recommended to read the material.

The button will redirect you to the place where you can download the required updates. After the

potential installation / update needed to run the Szafir applet has finished, it will run.
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The application / offer form (PDF), which will be signed with the user's electronic signature, is
presented at the level of the KIR Szafir console in the appropriate window. The document is generated
automatically based on the details of the application / offer entered by the user. By using the "Save a

copy" button it is possible to download the signed document to the computer.

B szsfir [bK - komponent do iaimyﬁkaq‘iw.,d.vl.as

Tresé dokumentu

Lo @ @ 4 41 fz b Pk & wstawsymbol graficny

»

K|

2 -
" PGE !mg:.l)mm.v

. ’

Redlizonana czymodé
Podpisywanie dokumentu 1/1

E Szafir

DANE W BUFORZE L Prezentacja
) Podpisz
Viybrafes certyfikat kwalifkowany, skiadasz bezpieczny podpis.
Kont i i je zhozenie bezpi podpisu elektroni 8 inego w skutkach prawnych podpisowi whasnorecznerfi.
Pomif prezentac kolejnych dokumentéw Pomif podsumawanie kolejnych elementdw
Certyfikat do podpisywania Certyfikat do casem
. A [ wybierz | . . Wybierz

£=PL,CN=Fiotr Jezierski £=PL,CN=Fiotr Jezierski
Wystawea certyfikatu —— Wystawca certyfikatu §
EN=CERTUM QCA, O =Asseco Data Systems S.A,,C=PL % EN=CERTUM QCA,O=Asseco Data Systems S.A.,C=PL =§

Image 84 View of the launched application for electronic signature

By clicking on the "Sign" button, the user can after signing the data sign the generated document. A
successful action will be confirmed with an appropriate message, which is presented in the picture

below. Press the "Finish" button.

Realizowana czymnosé
Podpisywanie dokumentu 1/1

DANE W BUFORZE 3. Zachowanie wyniku v
Status podpisywania:
Podpis zhozony prawidiows

Image 85 "Finish"
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After completing the "Finish" action, the application will display a window presenting a detailed
“Summary of the actions” carried out by the user, which is divided into a series of statuses, eg "Signing"

or "encryption”

- I H Podsumowanie zadan %

Zadania
Da wykonania: 1
Anulowanych: 0

L3

Podpisywanie
Liczba podpiséw wykonanych prawidlowe: 1
Liczba podpiséw wykonanych z bltedem: 0

Weryfikacga
Liczba weryfikacji wykonanych prawidlowo: 0
Liczba weryfikacji wykonanych z btedem: 0

m

Eksport do eArchiwem
Liczba zadan eksportu do eArchiwum wykonanych prawidiowo; 0
Liczba zadan eksportu do eArchiwum wykonanych z bfedem: 0

Sryfrowanic
Liczba zadan szyfrowania wykonanych prawidiowa: 0
Liczba zadar szyfrowania wykonanych z bledem: 0

Deszyfrowanic
Liczba zadan deszyfrowania wykonanych prawidiowo: 0 57

Image 86 Window summarizing the actions in the application for electronic signature
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The offer has been submitted, but if the Contractor's user in the field "Number of persons signing the
offer" indicated the necessity of affixing the offer with more than one electronic signature (by entering
the number 2 and more), subsequent users of the Contractor will be obliged to sign the offer /

application. In the "Documents" section, the "Sign" button will become available.

i )m n s
Participation terms
Name Description Value
ConditionJEDT Q Yes
Condition-Sytuacis ekonomicana lub finansows Q Yes
ConditionZdolnodé techniczna b zawodowa Q Yes
Hame Deseription Undt Value
Criterion Termin reakzacji Q Moniths 30,00
Criterion ;Mo osiqgaing brutto Q Megawm 1 060,00
d inf ion by thy issioni from th or
Name Description Unit Value
e :Rodzaj prowadzone] dristainasc Q - nne
List of items
Name Description Material Quantity Unit Net price Gross price. Currency Gross value
purchase order
wext [field visible
ffor contractor)
MODERNIZACIA TURBOZESPOLU GTBC Emary Empry 1,00 Service 10000,00 12300,00 PLN 12 300,00 PLN

Image 87 "Sign" button

ATTENTION - in the event of problems with the electronic signature, the technical requirements
contained in the document "Electronic signature - instruction" should be verified first and

compliance with the instructions.
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5.8 Proposal / offer submitted

Submission of the application / offer will be confirmed by a message saying "Offer / Application

submitted correctly". By accessing the "Application / Offer" tab, you can verify the status of

applications / offers for individual parts of the order and the status of the ESPD attachment.

ESPD attachment

Ordinal File
Name Status
number source

1 SMZ.doox swpp2

Image 88 Status of ESPD attachments "Added" ("Status" column)

@ Ordinal number Part name The value of the net part The value of the gross part

1 CzescC 10 000,00
2 CzgécB 10 000,00
3 CzescA 10 000,00

Image 89 Offers Status (" Offer has been submitted")

12.300,00

12.300,00

12 300,00

Number of signatures from platform level Status

Currency

PLN

PLN

PLN

Status

Offer
placed

Offer
placed

Offer
placed

Date of offer
modification

2019-05-0910:38

2019-05-0910:38

2019-05-09 10:38

1 v

Part
status

Important v

Important v

Important

By clicking on the "Generate report" action (available both from the list of all parts and a given part),

the Contractor's user can also generate and download a PDF with the details of the submitted offer.

Parts

The name of the part Status

All ~

m u CLEan

Actions

|| (= GENERATE REPORT II

Image 90 "Generate report" action
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Offer date Offer author Offer value Electronic signature? Offer status
08-05-2019 10:29:30  Jan Giers (ONEPLACE\aura) PLM  Tak Placed s
09-05-2019 10:28:51  ]an Giers (ONEPLACE\aura) PLN  Nie Saved W

Image 91 List of possible to generate reports from applications / offers

In order to generate a document with the details of the offer from a particular state (individual entries
or final submission), select the appropriate line and click on the action "Generate report". Additionally,
the Contractor, after submitting the offer, will receive an email confirmation generated from the

system.

09-05-2019 10:29:30  Jan Giers (ONEPLACE\aura) v
I = Generate report I

Image 92 Generating a report from the submitted offer

ATTENTION - with the expiration of the offer opening date using the "Download document" button
and clicking the right mouse button on the application / offer with the "Complex" status, you can
download a previously encrypted and signed electronic document, which will also be available to
the Ordering Party at this time.

09-05-2019% 10:29:30  Jan Giers (ONEPLACE\aura) Placed ~

— — -
= Generate report

00-05-2019 10:28:51  Jan Giers (ONEPLACE\aura) |B Download the signed document | Saved v

Image 93 Download the signed document
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5.9 Withdrawal of the application / offer

The Contractor may withdraw the submitted application before the deadline for submission of tenders.
The ordering party will not in any way have an insight into the contents of the originally submitted data
- the withdrawal will delete all details of the submitted application / offer and all attachments,
including ESPD). Withdrawing the offer also means deleting the entire accompanying offer / history
request (individual entries and submissions visible in the pop-up window after clicking on the action

"Download document").

NOTE - regardless of the amount of parts in a given proceeding action "Undo" will mean that bids /

proposals submitted to all parts.

Withdrawal of an offer from public procedure does not exclude re-submission of an offer within a given

stage.
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5.9.1 Multi-part proceedings

In order to withdraw offers / applications from multipart proceedings, from the level of the
"Applications / Offers" tab of a specific RFX, enter the details of the part to which the application /
offer has been submitted (section "Parts"). You can do this by clicking on the part with the left mouse
button. The form of the selected part will be displayed. The button dedicated to the withdrawal, ie

"Withdraw" is in the "Documents" section.

Parts Actions

The name of the part Status
f — b 4 | WITHDRAW
All ~
(% | GENERATE REPORT
| JOIEE

Image 94 Withdrawals of requests / offers from multi-part proceedings

To withdraw the offer, click on the "Withdraw" button. The action should be confirmed (or canceled).

Are you sure to withdraw that
offer?

m Can:.l

Image 95 Message requesting confirmation of the withdrawal of the offer

The correct withdrawal of the offer / application must be signed with an electronic signature on the

Application / Offer withdrawal form. The withdrawal form is presented below:
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Formularz wycofania oferty \ Withdrawn offer form

Nazwa zapytania | Name of request | Zakup stacji SDN dla PGE GIiEK S.A. Oddziat Kopalnia Wegla Brunatnego Belchatow
for proposal

Numer zapytania \ Number of POST/GEK/GEK/PMR-KWB/05928/2018

request for proposal

Nazwa \ Name AURA Sp. j.

Miejscowosc¢ | Locality Szczecin

NIP \ Vatin PL8512422748

Czesci postepowania z wycofanymi ofertami \ Procedure parts with withdrawn offers

nr 1 Stacja elektryczna przenosnika tasmowego G.76

Image 96 Form of withdrawal of the offer

The electronic signature procedure is presented in analogy to the electronic signature of the offer
form, which is presented in chapter 5.7. After successfully signing the withdrawal form, the withdrawal

action will end.
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5.9.2 One-part proceedings

In the case of one-part proceedings, the withdrawal procedure is analogous to multipart proceedings,
but the location of the "Withdraw" button is different. In order to withdraw the offer, go to the
"Requests / Offers" tab and then click on the "Edit" button in the "Documents" section. The

"Withdraw" action is available in edit mode.

5.10 Editing the application / offer

The Contractor before the deadline for submitting applications / offers has the possibility to change
the content of the response (application / offer) to the Ordering Party. The offer is being edited by

modifying the details of the originally submitted application / offer and re-submitting.

The changed data will be overwritten. It should be emphasized here that only one offer can be received
from one Contractor, which is treated as a whole by the system. The Awarding Entity, at the time of
opening the offers, has access only to the last version of the application / offer submitted by the
Contractor. Previous versions are available only to the Contractor's user through the "Download

document" option and generate a report from previous versions of the offer / application.

The offer can be edited any number of times, but submission of the corrected version at the Purchaser
must be made before the deadline for submission of offers. If the Contractor submits the offer and
commences editing, but does not manage to submit the application / offers again, the Employer will
display the submitted version at the time of opening the offers and it will be the binding version. As
part of editing the application / offer, it is allowed to change the data entered on the form as well as

adding / removing attachments.
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NOTE - The editing option may also be used before submitting an offer to modify saved versions of

the application / offer.

5.10.1 Editing

The purpose of editing the application / offer should be to ensure that the answer addressed to the
Ordering Party has been correctly submitted. You can do it, among others by verifying the status on a

given part of the inquiry.

@ Ordinal number Part name The value of the net part The value of the gross part Currency  Status Date of offer Part
modification status

Czesc C 10 000,00 1230000 PLN Eiizy 2019-05-0910:38  Important v
placed
P A Offer
2 CagiB 10000,00 1230000 PLN e’ 2019050910:32  Imporiant v
s A Offer
3 CagiA 10000,00 1230000 PLN e’ 2019050910:38  Imporiant ™

Image 97 Offers submitted on parts of the proceedings

By displaying the details of a part, you can access the content of the offer (you may need to decipher

it, see chapter 5.3 and 5.3.1). To view details, click on the selected part.

A G El oo o) (3 [srmmom )

Documents
List of items
Name Description Material purchase  Quantity Unit Net price Gross price Currency Gross value

order text (field

visible for
contractor)

1 Lock 100k 400 Ca 210  FH 8413 | PN~ 113652 PLN

Documents + Add a document

Image 98 Details of the selected part of the offer inquiry

Having access to the content of the offer / application, the Contractor's user may introduce changes

to its original wording, eg change the price at one of the positions or otherwise respond to the
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condition defined by the Ordering Party. Changes to the part form should be saved using the "Save" or

"Save and return" button.

Parts Actions

e
Items selcted: 1 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozygi\items
. Date of offer Part
Q  Ordinal number Lot name The value of the net part The value of the gross part Currenc; y  Status e
modification status
anie of 5 9 05 The offer is .
1 skladanie ofert wieloczesciowe1 492,00 605,16 PLN 2024-04-08 13:40  valid v
completed

2 a PLN Withdrawn ~ 2024-04-0813:40  Valid v

Image 99 RFQ view with a modified offer for one part

After returning to the parts list, pay attention to the statuses that appear on individual offers - in the
illustrated case the status for one of the parts has changed to "Offer completed". The change of status
is dictated by the fact of introducing and saving changes in the original wording of the offer. It should

also be noted that the "Submit offer" button (or "Application") has become available again.

Selecting the check box next to the edited part and clicking on the "Submit offer / application" button

will initiate the electronic signature procedure (the course presented in previous subsections).

NOTE - The offer is treated as a whole. Regardless of the quantity of the part of the inquiry, on which
the Contractor modified the parameters of the offer, the re-submission of the offer will be based on
all parts (including those unedited). The offer form to be signed will contain all parts (with updated

values).
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6. Auctions

All auctions to which the contractor was invited are available in the "Contractor Portal" module via the

"My auctions" link.

Legal notices

= Knowledge Bas I

ncomplete

Itoms 125 of 86267 thow 25~ dems  F

Start date End date

Image 100 "My auctions"

The tabs available in the "My auctions" link allow you to filter auctions according to their current status
- "Future", "Open", "Paused", "Finished", "Accepted" and "All". Access to active listings is best obtained
through the "Open" tab.

Auctions are conducted according to one of the following rules:

a) dynamic - the next bid will be accepted if it is more favorable than our last bid in the auction

b) English - the next bid will be accepted if it is more favorable than the currently winning bid in the

auction

In order to participate in the auction, you should first find an open auction and enter it by clicking with
the left mouse button on the name of the selected auction.

Only one user of the contractor may participate in the auction.
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Auction may have attached regulations, which may also require acceptance by the bidder. A user
wishing to participate in such auction must read it and accept it. It is a condition of participation in the
auction. Preview of the regulations is available by clicking on the name of the file with the regulations.

The "Accept Auction Rules" button is used for acceptance.

r

Auction regulation acceptance
>

Auction Terms and Conditions

Regulamin

—_—
) ACCEPT AUCTION TERMS AND CONDITIONS. canceL
]

Image 101 Auction regulations acceptance

Acceptance of the regulations will allow displaying the "Bidder's console", which has been divided into
several sections - "Auction parameters", "Console" and "History". If the regulations is not attached to

the auction - after clicking, the bidder's console will open immediately.

Tencer consol

Auction parameters

Number: 107122 Server time: 2024-04-06 13:50 (UTC 2:00) Number of extra time: 3 959 Link delay (sec):
Name: Auction Start time: 2024-04-06 13:64 Length of extra time: & current: 0,066
GEK/ELT/ELT/00031/2024
08.04.2024
Status: Future End time: 2024-04-08 17:00 Number of extra time: 0 average: 0,066
Auction type: Test auction Remaining time: 03:09:23 maximum: 0,066

Image 102 Section "Auction parameters"

In the "Auction parameters" section, the user can read the detailed information about the auction -
start and end time, maximum number of overtime rounds etc. - and technical information - server time

and link delay.
Auction overtimes

Extra time is an extension of the auction duration by the extra time defined by the Auction Operator

each time a new bid is submitted before the time shorter than the defined extra time.
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Example: in the auction the overtime time was set to 5 minutes. The auction ends at 10 a.m. and at
9:57:12 a.m. a bid was placed. In this situation, the auction is extended by 5 minutes - until 10:02:12
a.m..

The situation will be repeated until all extra-time planned by the Auction Operator have been used.

Maximal number of overtimes is visible in the auction header in the field: "Number of overtimes".
Link delay

In the header of the auction console there is information about the current link delay. If the
values indicated there during the auction exceed a few seconds - then you should revise the device's
connection to the Internet and refresh the console. Long delays may prevent the auction participant
from submitting bids. If there is no communication with the server, the bidder will receive a
notification: "The console has lost connection. Wait for resume or refresh the console. Check internet

connection.”
Importantly, communication between the Buyers and the User of the Contractor who submit bids is

possible at any time. This communication is dedicated to internal chat. In order to start the chat, click

on the icon below available in the lower right corner of the auction console.

)

Image 103 Chat icon (Contractors with the Buyer)

In the event of any problems with the auction or questions regarding its scope, you should first contact

the Auction Operator, and if there is no response, the HelpDesk.
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Submission of offers takes place via the "Console" section. The section displays all items of the
procedure or part. Depending on the configuration of the auction by the Operator, the first bids may
be submitted automatically at the time of its launch (in most cases, these will be bids transferred from
the previous round of the procedure to which the auction applies). In order to submit an offer, the
user should first enter the details of his offer in the appropriate field, and then click on the "Submit

offer" button.

Console

I MAKE AN OFFER REFRESH VALUES

e Name Quantity Measure  Endtime  Number of Remained State Ranking Cena jednostkowa / Unit price Gwarancja i jej warunki / Guarantee and terms  Finalna formuta | Final
unit extra time time formula

480 000.00 | PLN

Lestkiytria 024 LeE test kryiria gwarancia aukeia T
w gwarancja aukcia 1.00 17:00 o 03:08:55 1 24,00 99,6000000000

80000,00 FLN
1l0é: 6,00 bar

Image 104 Submission of an offer (view for RFQ auction proceedings)

N Guantity Mresire omt Eng e Wumtoer of exvy e Armaiead e Statn Ranbng Sence cons

Image 105 Submitting an offer (freehand auctions view)

Submitting an offer for a given item requires additionally selecting selected items by means of a
checkbox. The PGE Capital Group Purchasing System is configured in such a way that the check box is

selected by default after entering any value in the field. It is worth remembering that each field for

entering the bid value has icons —J& (if the Auction Operator has defined a step increment for the
criterion), which are helpful when trying to outbid the best bid - the value of the leading bid is entered
in the field by default, and the icons can be used to increase or decrease this value (depending on the

direction of the auction).
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Depending on the auction’s configuration, the first offer may be placed automatically (e.g. the offer
value has been transferred from the RFQ). Additionally, if the bid on a particular position has not been

placed at all, the “ranking” field will remain empty.

Console waxe aworrer [

Name End time Number of extra time Remained i ime State Ranking Cena jednostkowa / Unit price Finalna formula | Final formula

Image 106 Offer and possible icons

In order to increase the transparency of the bidder's console and facilitate participation in auctions,
graphic symbols have been built into the PGE Capital Group Purchasing System, which appear at every

position:
o - a new offer has been made on that position
ﬁ - offer made by the current user is a leading offer on that position

ﬁ - offer made by the current user is a leading joint first (ex aequo) offer on that position (provided
that the auction configuration allows such offers). This means that there is at least one other equally
good offer made on that position.

The time that aforementioned symbols show on the bidder’s console is configured by the
Auction Operator. Symbols are shown from the moment an offer has been made, until the configured
time passes. If a new offer is made before time expires, it is refreshed. A symbol for leading or ex aequo
offer may expire early if a betteroffer has been made by another user.

Myltiple symbols may appear at the same time, for instance if a user makes a new, leading
offer, both “new offer” and “leading offer” symbols will be shown.

If the auction configuration does not allow for ex aequo bids, then when a bid with the
maximum number of points available in the dynamic auction is submitted, the System will show the
ranking 2 in spite of the offer having maximum points (if the points are visible for the bidder), due to

the fact that the bid was submitted after the currently winning bid with the same number of points .
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Each offer submitted by the Contractor for a given item must comply with the requirements of the
auction and system security - for example, entering a non-numeric value into the offer field is
unacceptable. In the event that the offer submitted by the Contractor did not meet the criteria, the

system will display a message with the details of the non-compliance which can be shown by clicking

on the “Rejected” status. What's more, each offer also has an automatically assigned status pesspisd i

it meets the criteria.

Note: After each increment, the console should be refreshed using the "Refresh values" action or using

the Ctrl + F5 key combination!

Hame End e Wemiser of exi time Rrmpned pme e Ramiing Cena jednostuown | Unk price Frsing tormuts | Final formula

Image 107 The "Refresh values" action in the bidder console

Information about the final results of the auction will appear after its completion. In the context of the
auction, it is also worth mentioning the issue of the "Observed auctions" link, which can be found in
the "Contractor Portal" module. The option of observing the auction is especially useful for the
Contractor, who can be represented by many users. One user can then participate in the auction and

the other user can observe. The Observer Console is used to observe.
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6.1 Electronic signing increments

Part of the auctions carried out in the purchasing system environment of the PGE Capital Group are

subject to the requirement of providing bids with electronic signature of the Contractor. The thread of

the required equipment and configuration issues are described in subchapter 5.6. Submission of

applications and offers with an electronic signature.

Nrre of exta hime

Rempned e e Raking Cona jednasteows | Unk price

Image 108 Bidder's console (electronic signature)

In order to make a bid, you should enter the value of the offer in the standard manner and click

"Submit offer". Clicking the button will initiate the electronic signature. The Szafir KIR application will

be launched. The increment details will be displayed in the top field. To sign the step, click "Sign".

B Szafir SDK - komponent do skladania i weryfikacji podpisow elekir

E Szafir

Trest dokumentu

Zapisz hopie

Otwérz za pomaea

Realizowana czynnosé
Podpisywanie dokumentu 1/1
DANE W BUFORZE

1. Prezentacia

Wybeate certyfikat kwalifkowsay, siadesz bezpieczny podpis.
podpist

e Thorenie

w skutkach pravnych podpisowi wasnorecznem.

Pomif

(2] Pomi prezentace Kleych dokumentéw

(] romi podsumonanie ejoych elementtu

Certyfitat do znskowanie czasem
A wyberz | Kwabkowany certyfikat wystawiony dia:
Civehichal Zygmunt,C=PL

Wystawca certyfikatu

> (=

~ Wybierz

s =
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Image 109 Electronic signature

A successful signature process will be confirmed by an appropriate message. It is worth bearing in mind

that any bidding made in the auction must be approved with an electronic signature.
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7. Qualification of contractors
The Ordering Party has the option of conducting qualifications of contractors, as a result of which,
within a given purchasing category and organizational unit, the contractor obtains a qualification status

that may simplify participation in tenders conducted by the Ordering Party.

Qualification is based on qualification forms to which the user gains access after joining a given

Qualification Scenario or as a result of an invitation to qualification by the Ordering Party.

In order to join the Qualification Scenario, go to the "Suppliers' qualification" link in the "Public zone"

= v T A
Legal notices x Search for qualifications scenarios
« Knowledge Base
=~ Supplier portal
- <]
;
ions
Observed auction
My qualifications
My qualification forms ®
 Public zone
o o o ... JOIEE
tract and Qualffication Notices
ed published notice
I Suppliers qualification I Items 1-25 0f 63 show 25 items
’ ea results of
Name * Number Main category Publication date

Help Desk :::;I(::g U;fshure Baltica 2+3 / Offshore Supplies YRS Y oraosetr

Aprowizagja biura 2019/PGE/DZ/00011/KW Materialy biurowe 13-06-2019 08:52 ~

Poz.elemen grupy usk.roboty

Automatyczne uruchomienie procesu 2023/GEK/D/00014/KW o
bud.obiektdw/nieruchom.

05-07-2023 13:50 v

Image 110 "Suppliers qualification"

Finding scenarios on the list and left-clicking on the selected Scenario displays the details of the

Qualification Announcement. A view of the qualification announcement is shown on the next page.
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kwalifikacja w pge polska grupa energetyczna s.a. w zakresie paliw eksploatacyjnych -

instrukcja
SEMS Publishefi . 4 | JOIN THE QUALIFICATION
Document type  Qualification scenario
Main category  Paliwa eksploatacyjne
Main unit  PGE Obrét S.A.
Description:

PGE Obrét S.A (Zamawiajacy) zaprasza wszystkich potencjalnych Wykonawcéw (Kontrahentéw) do udziatu w Scenariuszu kwalifikacyjnym majgcym na celu kwalifikacje wykonawcéw w zakresie
kategorii: PAL.374 - Paliwa eksploatacyjne.

Celem jest prowadzenie postepowan w sposéb efektywny i zgodny z przepisami prawa, zapewniajac Zamawiajacemu korzystne warunki finansowe i jakosciowe, przy zachowaniu uczciwej
konkurencji oraz réwnego traktowania Kontrahentéw.

Kwalifikowani wykonawcy beda mieli utatwiong wspétprace w obszarze zaméwien niepublicznych realizowanych przez Zamawiajacego poprzez mozliwo3¢ uczestniczenia w postepowaniach o
procedurze w sposéb uproszczony. Wymagane dokumenty kwalifikacyjne na potrzeby postepowarn o udzielanie zaméwien niepublicznych wykonawcy beda skladac (aktualizowac) raz na 6
miesiecy, co spowoduje np.: brak obowigzku kazdorazowego dostarczania dokumentéw typu odpis z wlasciwego rejestru lub z centralnej ewidencji i informacji o dziatalnosci gospodarczej,
potwierdzajacy prowadzenie dziatalno$ci w postepowaniach niepublicznych.

Category:
Category number Category name

PAL.374 Paliwa eksploatacyjne

Expiration date:

One month

Attachments:

H ]Warunki dopuszczenia do udziatu w Procesie kwalifikacyjnym.doox SWPP2

Image 111 Taking the Qualification Scenario

From the announcement, it is possible to view the details provided by the Ordering Party as well as
take part in the qualification process via the "Join the qualification" action. The fact of joining will be
confirmed by an appropriate message, and the System will automatically redirect the user to the Status

tab of the activated qualification based on the selected scenario.

Kwalifikacja w PGE Polska Grupa Energetyczna S.A. w zakresie paliw eksploatacyjnych - Instrukcja

Status  New
Number 2024/0BR/OBR/00013/KW/3
Document type  Qualification form
Main category  PAL.374 - Paliwa eksploatacyjne

Main unit  PGE Obrét S.A.
e -

Actions
Messages Basic actions
O Please fill out the form correctly. No actions

Additional actions

#) Go to related process

Image 112 The "Status" tab of the qualification form
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The basic object used to qualify a contractor is a form completed by the user. The form to be completed

is available on the "Form" tab. The view of an example section is presented in the image below. The

ordering party defines the type and number of fields available in the form.

Form

‘Wymagania w Procesie kwalifikaci

*
Oswiadezenie o rezydencji podatkowej:

Attachments:

*
Wykaz wykenanych ushig:

Attachments: *

®

*
Odpis z KRS lub CEIDG:
<]

Image 113 Sample qualification form

IR (=]

User is obliged to complete all fields defined by the Ordering Party, some of which may require

attachments. After entering all the data, click the button: "Save" or "Save and send". The " Save " action

- allows to save data with the possibility of later editing, while the " Save and send" action will cause

the form to be sent to the Ordering Party, who will evaluate it.

A preview of all qualifications and related forms in which the Contractor participates is possible via the

"My qualifications" and "My qualification forms" links. Both links are located in the "Supplier Portal"

module.
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« Knowledge Base

st o oz

Items 1-10f 1 show 25 v items

Main category Stage Send data Status Score

Paliwa eksploatacyjne Etap ~ Nowy - v

Help Desk

Image 114 "My qualifications" list view

The image above shows the "My qualifications" link view. User can view the current status and results
of qualifications through it. Enter the selected object by clicking the mouse button on its name and
read the contents of the "Status" tab.

The object header contains information about the process status. The meaning of the selected statuses
is described below:

In the assessment - the form was sent to the Ordering Party for its assessment

To be completed - the previously sent form requires correction or if the process consists of several
stages, complete the form from the next stage.

In acceptance - the form has been sent to the Ordering Party for verification.

Completed — the form has been assessed and the process has ended with the status being assigned

The list of qualifications will also include closed qualifications to which the contractor is invited by the

Ordering Party.

If the Ordering Party returns the form for correction, the qualification status will be changed to: To be
completed.
A new form will appear in the list of qualification forms in the New state with the same name as the

original one:
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Legal notices Search forms search engine

My REX v 5 advance m

Items 1-10f 1 show 25 w items

My qualification forms Nazwa Main category Unit Stage name Status Post date

~ Public zone Kwialifikacja w PGE Poleka Grupa
Er S.A. paliw Paliwa eksploatacyjns PGE Obrrét 5.4, Etap 1 New v
o yeh - Instrukgja

Kwalifikacja w
Energetyczna S.A
ekspl

pa
esie paliw Paliwa eksploatacyjne PGE ObrotSA Etap 1 Mailed 270320240946
- Instrukcja

Help Desk

Image 115 View of the "My Qualification Forms" list with the form returned for correction

When entering the details of the form (tab: "Form"), the header displays the Ordering Party's comment

and the date by which the corrected form should be sent back for re-evaluation:

Kwalifikacja w PGE Polska Grupa EnergetycznaSA. w. ie pali yinych

Status  Sent
2024/0BR/OBR/00013/KW/3

e Qualification form

PAL374 - Paliwa eksploatacyjne
nit  PGE Obrot S.A.

Basicdata

stage name:
Etap 1

User:

User of sending the form:
Jonh Doe (ONEPLACE\/onh.Doe@affice.pl)

Date of sending the form:
27-03-2024 09:53

Comment to stage:
Required information not completed

Term of returning the form:
31-03-2024 00:00

Image 116 View of the section: "Basic data" with the form returned for correction

To make improvements, update the data in the form fields in accordance with the Ordering Party's
guidelines and send them for evaluation again using the "Save and send" action.

The qualification status "To be completed" also occurs when the Contractor has already sent the form
in a given process, but received another form to complete in the next stage of this process.
Qualifications can be configured as multi-stage, and at each stage the scope of data on the form to be

completed may be different. The Ordering Party determines whether a given stage takes place with or
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without the participation of the contractor. For multi-stage qualifications, the need to complete data

for subsequent stages is available from the list: "My qualification forms". The column: "Stage name"

displays information allowing you to identify the appropriate one.

Completion of the qualification results in the contractor being awarded the status: "Qualified" or

"Unqualified", which is visible, among others, from the

"Summary" section:

"Status" tab of the qualifications in the

kwalifikacja w pge polska grupa B ma s.a. wzakresie paliw h-instrukcja
Status  Finished

2024/OBR/OBR/00013/KW/3

Qualification

y  Paliwa eksploatacyjne

nunit  PGE Obrot S.A.

Qualification score:

Qualified

Status expiration date:

28-04-2024

Comment to score:

No comment.

Decision date:

27-03-2024 09:54

Actual process stage:

User joining to qualification:

Jonh Doe (ONEPLACE\onh.Doe@office.pl)

Join to qualification date:

27-03-2024 09:53

Image 117 Section view: "Summary" of qualifications

In the data displayed in the view, in addition to the assigned status, the expiration date is also

displayed. Depending on the scenario configuration specified by the Ordering Party, the System may

initiate a new process a certain number of days before the "Qualified" status expires so that the

Contractor can re-qualify. This process contains the word " Aktualizacja" in its name.
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If, as a result of the qualification, the contractor obtains any status, it is possible to re-join (if the
qualification is conducted in an open mode) from the announcement level, update the data on the
form compared to those provided originally and re-qualify, regardless of the validity period of granting

this status.

NOTE: The contractor's branch is ultimately qualified, so all users associated with a given contractor's
branch on the "My qualifications" and "My qualification forms" lists will see the qualifications of all
users from the branch to which they are assigned, even if they did not personally participate in the

qualification.
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